February 2009
Information, Client Contact and Marketing and Promotion
The Careers and Employment Centre sets out to provide a high quality integrated guidance, information and vacancy service primarily to current students of the University, graduates of the University who have graduated in the last three years and graduates within the last three years from other universities.

A. Information

1.
The Careers and Employment Centre information leaflets and statement of service are available in English language only, reflecting the client group and the University’s current undergraduate prospectus (Page 50) which outlines the rigorous language requirements for study at the University for those candidates whose first language is not English. 

2.
Disabled clients using the Careers and Employment Centre will be given the required assistance to access information; it is also possible to refer to the Disabled Students Advisory Service if necessary.  There is a Braille translation machine in the University that can be used to convert some material to Braille within one week of request.  AGCAS videos are available with subtitles.

3.
Careers and Employment Centre staff will be responsible for:
· Encouraging and enabling clients to access information.

· Developing an information base suitable for the client group

· Auditing information regularly

· Checking all information is up to date

4. Information resources available in the Careers and Employment Centre

The Careers and Employment Centre provides careers information in the following formats:

i) Hard-copy reference materials (books, periodicals, reports, newspapers)

All hard-copy reference material is date-stamped upon receipt in the Careers and Employment Centre and entered onto an electronic database. Where possible, paper based information should be no more than three years old and if it is, should be re-stamped to show that it continues to be relevant.  All learning materials are updated annually following planning meetings in June.  Where information is for reference purposes only it will be clearly marked. 

ii) Hard-copy takeaway materials (employer directories, magazines, sector-specific brochures, AGCAS/Prospects materials)

Hard-copy takeaway material is available throughout the year and released on a first-come, first serve basis. The Careers and Employment Centre also runs information roadshows at the Headington, Wheatley and Harcourt Hill campuses on a regular basis. A selection of material is available outside the Careers and Employment Centre opening times, on shelving in the open Student Services lobby area.

iii) IT resources (DVDs, CD-ROMs, access to internet)

The Careers and Employment Centre contains a number of networked PCs with access to employer and careers information websites. The Careers and Employment Centre website is available on-campus and off-campus with links to other electronic careers information resources. It should be noted that the Careers and Employment Centre cannot guarantee the currency, accuracy or validity of information obtained via the Internet. The Careers and Employment Centre also contains a number of DVDs and CD-ROMs relating to careers information. 
5. Accuracy/Legality

The accuracy of information other than that produced by the Careers and Employment Centre, AGCAS or Graduate Prospects cannot be guaranteed, however care is taken to obtain material from sources that are reliable. Careers and Employment Centre staff strive to ensure that all material conforms to Equal Opportunities legislation and guidelines.

6.
Requests for information received by post, telephone or email are processed (at least given a holding reply) within five working days.

7. The DLHE/Information Coordinator will keep Careers and Employment Centre staff informed (usually at weekly staff meetings) of changes to content, indexing and presentation of material.  
B. Client Contact

1.
Clients contact the Careers and Employment Centre by email, letter, in person, by telephone and by leaving messages on voicemail.

2.
Email contacts:


Contact can be made via email on careers@brookes.ac.uk.  Emails are 
opened each morning and forwarded to the appropriate member of staff 
or answered by the reception staff directly.  All emails are responded to 
as quickly as possible and within five working days.  Copies of responses 
are kept for one semester on the reception terminal.

3.
Mail Enquiries:


Mail is opened twice daily.  Requests for information, advice and 
guidance are responded to within five working days.  Records of responses 
to mail enquiries are not recorded unless at the discretion of a 
Careers 
Counsellor who will then record the action on a student record card.

4.
Personal Callers: 

Clients who call at the Careers and Employment Centre are directed to the reception desk.  
Reception staff are experienced in customer service and working towards recognised qualifications e.g. NVQ Customer Service.  Callers are greeted by helpful and welcoming staff and given information on the services available, conditions and charges.  
5.
Telephone callers:

Voicemail messages are dealt with each morning and where necessary noted in the 
message book.  Any action required or requests for information are dealt with immediately if possible or within a maximum of five working days and noted on the message pad.
C. Marketing

In communicating the nature and purpose of the Careers and Employment Centre, we endeavour to:

· Promote the range, availability and contact details of services provided, to all client groups as appropriate, as outlined in the strategic plan.

· Use appropriate marketing and promotion methods and materials designed and developed for each client group

· Co-ordinate and maintain an overview of all marketing and promotion activity via the planning and strategic planning meetings

· Communicate the marketing and promotion strategy to all staff via weekly staff meetings and an annual strategic planning meeting 
Client Groups

In accordance with the Statement of Service, the Careers and Employment Centre identifies its core clients as being current students and graduates of Oxford Brookes University who have graduated within the past three years and graduates of other UK universities within 3 years of graduation.

Information is provided below on the marketing and promotion of the Careers and Employment Centre to these groups.  Some activity is aimed at students in specific years of study, and other strategies apply to students in all years.

General marketing and promotion to all students

The Careers and Employment Centre has an outreach programme where staff take the Careers Centre exhibition stand to promote the services offered both general and specific to students on the Gipsy Lane and Wheatley Campuses.  This is a signposting mechanism to provide information about the Careers Centre and the services available to all students in all years.

Careers Counsellors hold talks and workshops in all academic schools throughout the year.  As part of the induction process for first year students, staff give introductory talks about future destinations and Careers and Employment Centre services.  As well as giving their own tailored talks to promote the Careers and Employment Centre all counsellors distribute Careers and Employment Centre leaflets showing the location of the Centre and details of services and opening times.

The website also contains information about our services, opening times, events, location and users can select from a menu for students, graduates, employers and staff.

In addition to these activities, regular emails are sent to students throughout the year to promote specific activities and events and to generally raise awareness of the services offered by the Careers and Employment Centre.
The Careers and Employment Centre works closely with the university Disability Service to ensure that our marketing reaches all students.  A system has been developed to ensure that careers information and events specific to certain disabilities are marketed to appropriate groups.

 Marketing and Promotion specific to client groups
Prospective students

The Careers and Employment Centre is promoted to incoming students in the undergraduate prospectus, on visit days and via the open access website. Careers Counsellors contribute to Widening Participation events and visit local schools if requested.
First year Students 

On arrival at the University students receive information about the Careers and Employment Centre from Student Services in the Student handbook and from the information stand at the Vice-chancellors tea party for new students and their parents. Careers leaflets are also available from the Student Services stand at the Freshers Fair. 
Second year Students

These students are targeted at the beginning of the second year by email to encourage them to access Careers and Employment Centre services early and to promote services available to them.
Final year Students
An email promoting the Careers and Employment Centre is sent to students in their final year in the first semester.  This focuses on the services that they may find helpful as they begin to apply for jobs, further study etc. Events specific to final year students are also marketed directly via email.
Graduates

Marketing to graduates is via the open access website. 
Employers


Employers have their own section on the website and are encouraged to contact 

us via email to enquire about services and to advertise job vacancies.  Employers are targeted via post for certain events and Careers Counsellors regularly attend employer events.
Academic Staff

Careers and Employment Centre leaflets are available to all new staff attending University Induction workshops organised by the staff development unit (OCSLD).  Careers and Employment Centre information and material is available in the Supporting Students Handbook.  Careers and Employment Centre staff attend School Board Meetings to promote Careers and Employment Centre services and events.  All academic schools have representation at the Experiential and Work-based Learning Forum where information about Careers and Employment Centre activities and aims are promoted.

Budget

The Careers and Employment Centre is allocated an annual budget by the Directorate of Academic and Student Affairs and apportions part of this for Marketing and Promotion purposes. The specific amount will vary from year to year according to competing demands on the budget.  The Careers and Employment Centre actively seeks support from employers and other organisations to assist with the cost of marketing and promotion materials.  Support of this nature is only accepted on the condition that it does not limit our ability to put clients’ interests first.


